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1. INTRODUCTION

Welcome to eWReports v.2. Exciting new functionality has been added, such as
the ability to work with On Demand reporting directly from eWReports. In
addition, the whole look and feel of the application has been changed to make it
simpler to use.

This document is a guide to using the new version of eWReports. It is designed
for anyone using eWReports v.2, regardless of whether it's your first experience
with the application or you were a “power user” of the original.
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2. eWReports Main Window

2.1 Current Reports

a eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin =7 ﬂ

Maintain  Utiities  Help

Archive On Demand

Report Name Run Date Report Output
CM0101 - 18 Year Old Report 03/01/2005 cm0101-r-report-State doc =
CMOE01 2 - Contacts with Children and Parents 02/05/2005 CMOBN1 a-contacts-cnty-detail-Gtate xls
CMOBD1 b - Contacts with Children and Parents - OPEP 02/09/2005 CMOBD1 b-contacts-opep-detail-All-Counties xs
Scilh:nﬂnig1 ¢ - Contacts with Children and Parents - Statewide 021092005 B e e e S AEA AT
CM3102 - AFCARS Foster Error Report 02/08/2005 cm2102-r-afrars-feir-errors-State xls
EMO0101 - 19 Year Old Report 030172005 fn0101-r-report.doe
EMd102 - Episode Driven Pavments 03/01/2005 fm0103-r-report-State.doc
End0104 - WraparoundFPIMES Reconciliation 03/0372005 Trn0104-rwraparound-reconc-State.doc
Fr0201 - Pending Checks Payee Listing 03/01/2005 Em0201-PENDING-CHECKS-PAYEE-LISTING-State xS
Fri0202 - Monthly Pre-Audit Payee Listing 030372005 F0202-MONTHLY-PRE-AUDIT-PAYEE-LISTIMG-State xls
EMO203 - Monthly Payrent Listing 02/10/2005 EmMO203-repart-Gtate doc

FMO20EW - Pending Checks Payee Listing - State Faster Care | 03/01/2005 FMO2060-PEMDING-CHECKS-PAYEE-LISTING-STATE-FOSTER-CARE xl3
FMOZ07W - Monthly Pre-audit Pavee Listing - State Foster

03/0372005 FMozZo7it-nONTHLY-PRE-AUDIT-PAYEE-LISTING-STATE-FOSTER-CARE-State xS =

Care

A’;"g?;gﬁ:‘;‘ PR LNArKS Py~ | ISt Adne i g 03/01/2005 EMO208W-PERNDING-CHECKS-PAYEE-LISTING-ADOPTION-ASSISTANCE x5

JUOLSS Montth Fre-2udi Payee Listing - Adoion O3/03/2005 | EMOZ0SW-MONTHLY-PRE-AUDIT-PAYEE-LISTING-AA- State xis

Eni0211a- Kinship Care High Payment Report 03/01/2005 | fm0211a-r-kinghip-high-payment-report-State doc

EMO230M - Monthly Payrnents far Ongoing Serdces 030372005 FMO220M-0UT-0F-HOME-COST-0F-CARE dac

EM220F - Mumnber of Children in Placement and Pavments 03/03/2005 EM0320P-CHILDREN-PAYMEMNTS-PER-MONTH.doc

En02B01 - Mew Overpayiments 03012005 Tn02b01-t-report-State doc

EMO2B0Z - Outstanding Overpayments 03/01/2005 fm02h0%-r-report-State doc

FMO2B03 - Overpayments to Collections 03/01/2005 fm02b03-r-report-State. doc

EMOZB04 - Overpavment Adjustroent 030372005 fm02b04-+-repart-vihr-22432-Gtate doc

EMOZWWA - Voucher \Worksheet 03/03/2005 fm02vwy-voucher-worksheet State xls

Eni04A01 - Case Counts 021072005 Trn04a0l-t-report-01012005-0131 2005-AlFCounties.doc

EMO4ADZ - Benefit Payments 02/10/2005 frn04a02-r-repart-20050101-200501 31-Al-Counties dac

Fhi04a10- Payment Based Days of Care 02/10/2005 fm04a10-r-report-2005-01-01-2005-01-31--A/- Counties.doc

EmM0701k - Trust Account Current Balance Report 0272202005 T 0701 b-r-tretacct-curt-bal-report-State xls LI
|g'] Done ’7’7’7 o Inkernet

d_‘Startl -_} Q @ @ Novel Graupiwise: - Mailbox I B Microsoft Word - User G... ”@ eWReports - Desktop... 9 @ :E N 1420

The Current tab will be where you will spend almost all of your time in
eWReports. This tab displays the latest, or most up to date, standard version of
every report file to which you are authorized. “Standard” means the report was
produced as part of a standard nightly batch run.

This window consists of three columns. The right-most column is labeled Report
Output. The actual reports are accessed from this column. Viewing the list on
this example page you can see that what is displayed are report file names.
Names that end in .doc are for reports that are presented in MS Word format
(i.e., as a word processing document). Names that end in .xIs are for reports that
are presented in MS Excel format (i.e., as a spreadsheet document). Names that
end in .pdf are presented in Adobe Acrobat format.

The center column is labeled Run Date and displays the last date on which the
report ran.

Report Name is the left-most column. Every report that you are authorized to
see will be shown in this column in alphabetical order. These are the names that
will be familiar to you.
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Gl | — Report Details
J ﬁ’;:’n’; S5 [Ftozome [Morthly Fre-audi Fayes Listing - State Foster Care
ﬂ Topic Ares |FM02 lssue/Reconcile Checks ;' Restricted: [T
” Courty I——I on Demand
[ Specific: Al Eonnics. | Enabled: |
!

Regular Iﬁ Ciuartity I_
Schedule: RN 25 Displayed: b

| . Desctiption: This report provides a list of the State Foster Care payments and payment Adjustments that ﬂ
7] are included in the Check Write file and will he printed or direct deposited in the provider?s
hank account.

=

g Adctional Information & Wb Links: ].l

Mic Close

85 [st 74 Ing Col34  [REC [TRK [E4T [ovR [wPH [ B

|Date: 3/10j05 12:43

ﬂStartl b & [F T Hovel Groupwise - Malbox I =1 Mail From: Steve McDowell | B Microsoft Word - User &... | £ ewReports - Desktop... G2 @EN 1502

Clicking on a report name brings up Report Information window, which provides
detailed information about the report. Press the Close button to return to the
Current tab.
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= ST —— T

—1Ol x|
m =
eWiS ACWIS ehres!
4| Mairtain  Utlities  Help
Current Archive On Dernand
RepDName Run Date RepoOutput
,—'é’:l CMO101 - 18 Year 0ld Repord 03/01/2005 cm101-r-report-State.doc -
l" "il:r CHMOB01a - Contacts with Children and Parents 02972005 ChOB01 a-contacts-cnty-detail-State xls
+ CMOB01b - Contacts with Children and Parents - OPEP 02/09/2005 CMOE01 b-contacts-opep-detailkAll-Counties xls
D | cuvsnicContanc it coen ans v S B [
T g | | Summary —
CM2102 - AFCARS Foster Error Report | Some files can harm your computer. If the file information below s
Norma FMO101 - 18 Year Old Report W.) looks suspicious, or pou do nat fullp tust the source, da nat open ar
this fil
2| | EMO102 - Enisode Driven Pavments SRvEE LR
[T ﬁ .E EM0104 - Wraparound/FPIYES Recanciliati File hame; cmid101-r-report-State, doc e doc
I FM0201 - Pending Checks Payes Listing File type:  Microsaft ‘Word Dacument EE-LISTING
From: appsat.dhfs stake wius o 7
; Em0202 - honthly Pre-Audit Payee Listing GARELHTIN
2 Em0203 - Manthly Payment Listing
& FMOZ06YY - Pending Checks Payee Listing - ‘whould you like ta apen the file or save it ta your computer? Bl
- EMO2074 - Monthly Pre-audit Payvee Listing T | Save | Cancel s PAYEE-LISTING-
= Care
- EMOZ08 - Pending Checks Pavee Listing - F# | Aluays ask before opering this tupe of fie MYEE-LISTING-
Assistance
e Em0208 - Monthly Pre-audit Payee Listing - Adaption 03/03/2005 En02094-MONTHLY-PRE-ALUDIT-PAYEE-LISTIMNG-
Assistance Af-Statexls
i FM0211a - Kinship Care High Payment Report 03/01/2005 | fm0211a-r-kinship-high-payment report-State.doc 54|
| 2] Dore ’_’_’_ 0 Internet v
i i
format {i.e., as a spreadshest document).
=[4]
e i [T P T Rl ol e Tl vl e Tl s el —

E}Startl 3 -] @ % Novel Groupwise - Malbox I =4 Mail From: Steve McDowell | ¥ Microsoft Word - User G... | @ eWReports - Desktop... Q F N i5:17

This popup window is displayed after clicking on a Report Output value. It is
asking you to choose how you wish to use the report file.

The popup window is a standard Windows popup used for transferring files. Four

options are presented that will be described in detail. The four options are:

e Open, used to view the document. This function will be described in detail
below.

e Save, used to download and save a copy of the file on the local network or
PC. This function will be described in detail below.

e Cancel closes the popup window..

e More Info opens MS Windows help
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Reports for Paula Sherman  Search (® Request (9-' Refresh (%

0n Demand

RepD'Name Run Date RepudOutput
CMO101 - 18 Year 0ld Repord | 03/01/2005 ‘ cm101-r-report-State.doc

icrosoft Word - con0101-r-report-State[1].doc

]|Dm"m§@v|asgwn-n-lge\ﬁm:

ﬁ File Edit VYiew Insert Format Tools Table Window Help Adobe FDF
Flain Text = Courier Lak] v|B I U‘ _EE‘EEE §:§€:§|1Ivév
Mdtatuae2999% 2 - 0@
EE---I-"I‘"I"'Z"'I"‘B"'I"'Q 5 f "R f 7 f F |
! Page Break:.
Date: 0370172005 Wisconsin Dept. of Health and Family Services Report ID:
Time: 07:07 PM Division of Children and Family Serwvices Page:

Children in Placement Turning 18 or 21
Az of: 0372005

County: State

No Children Turning 13 or Z1.

B E| =4
e |Gzl el el vl il el |

M ] @ @ @Novell Gro:pW\se Ma\lboxl %Mall From: Steve McDowell |m £ eWReparts - Desktap - . |
Open allows you to look at the report file on your desktop. The report will be
presented in MS Word if the file ended in .doc, MS Excel if the file ended in .xlIs
or Adobe Acrobat if the file ended in .pdf. Once opened, the report will display
just like any other document, and you will be able to save it to a directory. This
option can be selected if you want to look at the report before saving it.
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s ;| Maintain  Utilities  Help

Current

RepDName

oWis AC VWIS Eemam—

Run Date

0n Demand

RepuOutput

’._ég CMO101 - 18 Year 0ld Repord 03/01/2005 cm101-r-report-State.doc - B
.b "il:r CHMOB01a - Contacts with Children and Parents 02972005 ChOB01 a-contacts-cnty-detail-State xls i
” = CMOB01b - Contacts with Children and Parents - OPEP 02092005 CMOE01 b-contacts-opep-detaibAll-Counties xls
I ChOB01c - Contacts with Children and Parents - Statewide | __ ______ | _..___. R
) gy | | Summary File Download Zle] jllm
Em0101 - 19 Year Old Report =
#3 @ | EM0102 - Episode Driven Pavments Savein | () Financiakts EINGEYN -
I ﬁ 1 Em0104 - Wraparound/FPIYES Reconciliation
El Fmozo1 - Pending Checks Payee Listing

Emozoz - Monthly Pre-Audit Payee Listing

Em0203 - Manthly Payment Listing

FMO2064 - Pending Checks Payse Listing - £ Desklop

Em0Z07i - monthly Pre-audit Pavee Listing - {
Care

EMO208yY - Pending Checks Pavee Listing - A
Assistance

FMO2094 - Monthly Pre-audit Pavee Listing - A
Assistance
Fi0211a - Kinship Care High Payment Repor

My Documents:

o3

My Computer

|@ Dane

File name:

tate. doc j Save I
IMi:rnsnft ‘word Document j Cancel 5
7

Save as lype:

Gl Tl v el el i

@I :}FQ@ E‘;vlo'\;ell GrIDLLDV;\:;-M.:._lF% r':la:\ I;rom: Stews McD... | BV Microsoft Word-User...I & eReparts - Deskiop ||£ File Download F N 1521
e Save will cause the standard Windows Save As popup window to display.
You will be able to save the file to any directory accessible from your PC.
Only a small number of historical reports are saved on eWReports. The
application is not designed to be a permanent reports archive, but rather as a
delivery vehicle. If there will be any need to use the report in the future you are
strongly urged to save the report to a directory on your PC. Another
advantage to saving a report is that it will open faster. The reports that you
see in eWReports are stored on State servers. This means that when you click
to open a report, you are sending the command over the Internet to the
eWReports program, which will then send the actual report over the Internet to
be viewed on your desktop.
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2.2 Archive Reports

a eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin =7 ﬂ

Maintain  Utiities  Help

On Demand
Report Name Run Date Repart Output
CM0101 - 18 Year Old Report 03/01/2005 o101 -r-report-State doc -
02/01/2008 cmi101-r-report-State.doc
01032005 crni101-r-report-State doc
1200142004 o1 01-r-report-State doc

CMOED 5 - Contacts with Children and Parents 02092005 CMOGD1 a-cantacts-cnty-detail-State xls
02/09/2005 CMOG01 a-contacts-c s State doc

02092005 CMOED1 b-contacts-apep-detaikbAll-Counties xls

CMOBO1bD - Cantacts with Children and Parents -
OPEP

02/09/2005 CMOG01 b-contacts-opep-sm-case-All-Counties xls
02/09/2005 CMOB0T b-contacts-opep-smr-child-All-Countie s xls

CMOGD1 ¢ - Contacts with Children and Parents -
Statewide Summary

02/09/2005 CWOG01 c-contacts-state-smn-case.doc

02/05/2005 CMOG01 e-contacts-state-smry-child.doc
CM31032 - AFCARS Foster Error Report 02/08/2005 £ 21 03-r-afe ars-fetr-errors- Statexls
02/08/2005 cm2102-r-afcars-fetr-errors- xls
01.06/2005 crn2102-r-afears-fat-errors- xls
01/06/2005 cm2103-r-afrars-fetr-errors-State.xls
12/06/2004 crn2 1 02-rafcars-fstrerrors- Statexls
1110472004 £ 31 02-r-afe ars-fetr-errors-State s
11/04/2004 cm2102-r-afears-fetr-errore- s
10/06/2004 crn2102-r-afears-fatr-errors- State xls
EMd101 - 19 Year Old Report 03/01/2008 fm0101-r-report doc
02/01/2005 | fm0101-Freportdoe
01032005 | fm0101-r-reportdoc
12/01/2004 fma101-rreportdoc
Etd102 - Episode Driven Pavments 03/01/2005 fn0102-r-report-State. doc
02/25/2005 fmo102-rrepart-State doc
02A18/2008 | fm0102--report-State doc
02A11/2006 | fm0102-r-report-State doc
EM0104 - Wraparound/FPINES Reconciliation 03/03/2005 fn0104-r-wraparound-reconc-State. doc ]

|g'] Done ’7’7’7 o Inkernet
& Startl -_} Q @ @ Novel GroupWise - M., | = Mail From: Stewe MeD... I T Microsoft Word - User... I @ eWReports - Deskt... Q File Download | 0 @ :ﬂ N 1523

The Archive tab looks very similar to the current tab, with only one difference.
This window contains all the historical versions of a report that are accessible.
The number of Report Output files available for each report is a set number that
you cannot modify. For example, CM0101 — 18 Year Old Report is a monthly
report. The Archive window will display the current version and the last 3
month’s worth of reports. In this example, you can see that the latest and most
current version was run on March 1, 2005. The February, January and
December versions are also available. Notice that no other versions are
displayed. eWReports is not a reports archive; it only contains the historical
versions shown on the Archive tab. Therefore, you are encouraged to utilize the
Save option to retain copies of the reports on your local directories.
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2.3 On Demand Reports

a eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin =7 ﬂ
. 9 ) @:}
Maintain Utiities  Help = |
Agchive
Report Name Status Run Date Report Output
CM0101 - 18 Year 0ld Report Running |03/17f2005 13:19:50 | Started on Thu Mar 17 13:19:27 CST 2005
CmOB01 a - Contacts with Children and Parents - ok r !
Coun Submitted | 03/17/2005 13:23:15 | Waiting - no
EMO701h - Trust Aceount Current Balance Report Completed |03/11/2005 15:53:04 | frn0701 b-r-trst acct-curr-bal-reportxds
Completed |03/10/2005 16:08:31 | im0701 b-rirst-acctcurr-bal-reportxls
|g'] Done ’7’7’7 o Inkernet

& Startl -_} @ a @ Novel GroupWise - e... | B Mail To: Amare Asega... I =Y Mail Fram: Paula Sher... I T Microsaft \Word - User... “@ eWReports - Deskt... |9 @ :E N 1325

This tab displays all existing On Demand reports you have submitted.

This tab has similar functionality in the Report Name, Run Date and Report
Output columns as that of the Current and Archive tabs. What differs is the
Status column. Every report line displayed will show one of 4 values in this field:
e Completed, meaning that the report request has been successfully run.

e Hold, meaning that you have chosen to place the request on hold

e Running, meaning that the report is currently being run

e Submitted, meaning that the report request has been submitted but has not
yet been run.

Selecting the value in the Status column will take you to the On Demand Report
Request Edit window, which displays the values used when running the report.

Depending on the status of the request, different functionality is available in the
edit window.
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When a report is in Completed status the On Demand Report Request Edit
window displays the values that were used when running the report. A link to the
report output file is at the bottom of the page.

You can choose to submit another On Demand request for the same report.
Once you place your cursor in any of the parameter fields and change a value,
the Save option will become usable. Selecting the Save option will result in a
new request to run the report.

It is important to realize that this will cause the existing report output file to be
deleted. The new request replaces the original request. Before using this option
you will want to save the report output file to a directory accessible from your PC.
This functionality is intended to make it easier to enter multiple requests for the
same report, but with different parameters. An example would be if you needed
a monthly report run for each of the last 6 months. Instead of having to enter 6
separate On Demand requests, you would only need to go into this window and
change the start and end dates for each subsequent report request.

Selecting the Delete option will delete both the report request information and the
report output file. Close will bring you back to the previous window.

] 2
a eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin i m| ﬂ el I - s’

[l B3]
= %] 2 B
Mairtain Utiitiss  Help County: |stat= = T
| Cuent | Achie |
Repart kame Status Fun Date Report Output
CM0101- 18 Year 0ld Report Running 034172005 13:19:50 | Started on Thu Mar 17 13:19:27 CST 2005

EMO701h - Trust Account Current Balance Report Completed |03/11/2005 15:53:04 | frn0701 b-r-trst acct-cure-bal-reportxds
Completed | 03/10/2005 16:08:31 | fm0701b-r-trstacct-cur-bal-reportxls

|&] pore ’_’_’_ 0 Internet 4
= K|
[Page 11 sec 1 12z |ac9e"  Ln19 Col 74 [REC [TRE AT jove furd | O

(4 lain Robertson Re: Transactions in ewReparts 2[25/05 14:01:0
3 | Paula Sherman Re: eMReports UAT 3/10/05 10:21:2

|Selected: 1 [Total: 70

3y

tﬁstartl K] @ & TP Novel GroupWise - e... | 5N Mail To: Amare Aseaa... I &= Mail From: Paula Sher... I T¥F Microsoft \Word - User... ||@ eWReports - Deskt... |9 @ _-,E N 13:19

Occasionally you will see Running in the Status column. This means the report
request is being run.
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3 eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

Search (; Request (\} Refresh @ Logout r

Reports for Paula Sherman

On Demand Report Request Edit
CMO101 - 18 Year Old Report

On Demand Request Details

Request #: 100042
Requestor: Sherman, Paula (3086073)
Date: 2005-03-17 13:38:47.0
Status: |EEEk
Comment: [Started on Thu Mar 17 13:368:24 CST 2005 ;I

=

Report Date; [02:2004
County: | All Counties 'I

Current Report Files
Mo report files found for this request.

[&] pone [Micrasoft word - User Guide to ewWReports 2,0 I’lnal.doclo LRI

wstartl b [ @ T Hovel Groupwise - M., | =4 Mail To: Amare Asega... I =4 Mail From: Paula Sher... I ¥ Microsoft Word - User... ”@ eWReports - Deskt.. |2 G EN 133

When the Status column contains a value of Submitted it means that you have
successfully entered a request but it has not yet run. You have several options
when viewing the On Demand Report Request Edit window for a report in
Submitted status. If you merely wanted to review the values you choose, select
Close to leave the window. Delete will cancel the request. You can also change
any of the parameter values and use Save to replace the original request with
the new request. Finally, you can change the Status value to Hold. This will
keep the request but prevent it from running. You can come back later to edit,
submit or delete the request.
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3. On Demand Report Request

Prior to eWReports v2.0, On Demand reports were submitted through a screen
on the eWISACWIS application. On Demand reports are now submitted only
through eWReports. More functionality has been added to this process. You will
now be able to know exactly what parameters are needed for a report, and be
sure that you are entering them correctly. It is now possible to check on the
status of a submitted request, and even to change the request if it has not run.
Finally, completed On Demand reports will be posted on eWReports with the
same functionality for reviewing and saving as Standard Reports.

L8]]
= ) “ By
Maintain - Utilties  F -2} On Demand Report Request -- Web Page Dialog x|
On Demand Report Selection
CMOT Person Management CMO101 18 Year Old Repart Monithly
CMOG Motes CMOB01 a Contacts with Children and Parerts Monthly
CMOB01h Contacts with Children and Parents - OPEP Manthly
CMOB01 ¢ Contacts with Children and Parents - Statewide Monthl
Surrmary ¥
Ch21 AFCARS Ci2102 AFCARS Foster Error Report hanthly
FMO1 Process Payments EM0104 \Wraparound/FPIYES Reconciliation Monthly
FrO2b Cwverpayment Adjustments EMOZB04 Overpayment Adjustrment Monithly
Fi04a Reimbursement EMO4401 Case Counts Maonthly
EMO4A0Z Benefit Pavments Monithly
FRO7 Trust Accounts EMO701b Trust Aceount Current Balance Report haonthly
EmMOZA0E Hame Assessments Completed ? Elapsed Time ta
PMO2a Home Provider Complete On Dermand Only
SM10a Out-OtHome Placement /In | 51 0,407 Intake Monthiy Statistics Monthly
Home Services o
|:&] pone ’_’_’_ o Internet
ijstartl b @ (B 9 novel Groupyise - Mallbox I =4 Mail From: Steve McDowell | B Microsoft Word - User &.., | £ ewReports - Desktop... DEIEN =4

The On Demand Report Request window shown above will guide you through
the process of submitting your report request. This window is accessed from
either the Request button on the Top Bar or the Utilties>Request On Demand
Report option on the Menu Bar. It displays all reports for which you have the
authority to submit an On Demand request.

On Demand reports differ from Standard reports in two important ways.

First, an On Demand request causes a special run of a report with the
parameters (or values) you supplied. For example, FM0701b Trust Account
Current Balance is run at the end of each month as part of the Monthly Trust
Account Current Balance run. An On Demand request for this report would be
done if there was a need to review the report for a month and year that wasn’t
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available. In this case, you would make a special request to have the report run
for you with the specific information you wanted to see. The result would be a
job that would produce only a single output report file — the one you requested.

Second, the output file produced by an On Demand run is viewable only by the
person who requested the report. If you are one of five people at your county
authorized to view the Standard version of FMO701b Monthly Trust Account
Current Balance, and you submit a request for an On Demand run of the report,
you will be the only person who will see the completed report from that request.

‘) eWReports - Desktop - Microsoft Internet Explos =10 x|

Mairtsin Utiitiss  Help a On Demand Report Request -- Web Page Dialog

On Demand Report Parameter Selection
FMO701b - Trust Account Current Balance Report

This repott lists the current balsnce for each child?s trust account in open cases. This report includes bath postive
and negative sccount balances for & child?s trust account. If the account has reached a maximum balance level,
then = flag is posted indicating & spend-down is required. Specifically dizplayed on this report are child?s name,
child?s S5, person 1D, case D, site locstion, FFP indicator, specific benefit balances, the current balance,
outstanding cost of care and an indicator for spend down reguired

County IStaha = The county that this report will run for.

Begin Date: I Enter the first day of the month or the quarter
End Date I .Enterthe last day of the manth or the quarter

Trust Account Type IGeneraI o
Balance Type IAII 'I

Zz  [Bte5 lnso colz | |REC [TRE E<T [ovR [wPH [CEK

i StartI BN ] @ % Novel Groupwise - Malbox I BY Microsoft Word - User G... ”@ eWReports - Desktop... i L:\SACEatch\DLYLogs\Sa...| 0 @ :E N 1304

After selecting a report you will be brought to the On Demand Report
Parameter Selection window. The center of the window is where you will enter
the parameters, or values, needed to produce the report.

In this instance, using the FM0701b Trust Account Current Balance Report, you
are being asked to supply the County, Begin Date, End Date, Trust Account Type
and Balance Type as parameters. The column on the right provides information
to help you decide what values to enter, and the center column, labeled Value, is
where you will enter the parameter values. The On Demand request will not be
submitted until you have entered valid information in all required fields. The
application will guide you on this.
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L Parameter | WVale ] Description |

Courty IState vI |The county that this report wall run for.
Begin Date | |Enter the first day of the month or the quarter.
Enter a date.
EndDate | e — nter the last day of the month or the quarter.
Trust Account Type |General |
Balance Type || &l b

When your cursor is placed on the Begin Date field the application tells you
exactly what information is needed and what its format should be.

L Parameter | WVale ] Descripton |

Courty IS‘tate vI |The county that this repart will run for.
Begin Date Iﬁ 42320035 Enter the first day of the month or the quarter.
End Date nter the last day of the month or the quarter.

Trust Accourt Type

Al -

Balance Type

As you can see, it is not possible to enter incorrect information.

[ Parameter ] vawe ] Descripion |

County M |The county that this repart will run for.
Begin Date I— |Enterthe first day of the manth aor the quarter.
End Date I— |Enterthe last day of the manth or the guarter.
Trust Accourt Type Im
Balance Type i b

Some parameters,
will see in a drop down select window.

such as Balance Type, have pre-determined values that you

After entering all information pressing the Submit button ends the activity by
automatically submitting a request to have the job run.
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eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

S Reports for Paula Sherman Search e Request ':’ Refresh -ff:; I = _I
L]

Maintain  Utiities  Heln
3 On Demand Report Request -- Web Page Dialog

Reports for Paula Sherman

On Demand Report Request Edit
FMO701b - Trust Account Current Bal Report Req bmi y.

On Demand Request Details

Request #: 100008
Requestor: Sherrnan, Paula (3086073)
Date: 2005-03-10 13:20:08.0

Status: [SUBMITTED =

Cormment: :l

[

County: [State 'I

[10/01/2003
l—

Begin Date:
End Date: [10/21/2002

Dedicated |
Al VI

Trust Account Type
Balance Type

Current Report Files
Mo report files found for this request.

E] Done

Close

o T

- | Parameter |  Wawe |  Descripion |
|Page 2 . sec 1 ECRET n ol =Sl = = i e

ﬁstartl B S @ 0% Movel GrounW\se-Ma\IboxI T Microsoft Word - User G... ”a eWReports - Desktop... E}L:‘LSACEatch\DLYLogs\Sa...| @@GFN 13:20
The window is updated to show that the request has been submitted. When the
Close button is selected you will be taken to the On Demand tab display.
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4. SYSTEM OVERVIEW

4.1 Application overview

a eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin =7 ﬂ

Maintain  Utiities  Help

On Demand
Report Name Run Date Report Output
CM0101 - 18 Year Old Report 03/01/2005 cm0101-r-report-State doc =
CMOE01 2 - Contacts with Children and Parents 02/05/2005 CMOBN1 a-contacts-cnty-detail-Gtate xls
CMOBD1 b - Contacts with Children and Parents - OPEP 02/09/2005 CMOBD1 b-contacts-opep-detail-All-Counties xs
Scilh:nﬂnig1 ¢ - Contacts with Children and Parents - Statewide 021092005 B e e e S AEA AT
CM3102 - AFCARS Foster Error Report 02/08/2005 cm2102-r-afrars-feir-errors-State xls
EMO0101 - 19 Year Old Report 030172005 fn0101-r-report.doe
EMd102 - Episode Driven Pavments 03/01/2005 fm0103-r-report-State.doc
End0104 - WraparoundFPIMES Reconciliation 03/0372005 Trn0104-rwraparound-reconc-State.doc
Fr0201 - Pending Checks Payee Listing 03/01/2005 Em0201-PENDING-CHECKS-PAYEE-LISTING-State xS
Fri0202 - Monthly Pre-Audit Payee Listing 030372005 F0202-MONTHLY-PRE-AUDIT-PAYEE-LISTIMG-State xls
EMO203 - Monthly Payrent Listing 02/10/2005 EmMO203-repart-Gtate doc

FMO20EW - Pending Checks Payee Listing - State Faster Care | 03/01/2005 FMO2060-PEMDING-CHECKS-PAYEE-LISTING-STATE-FOSTER-CARE xl3
FMOZ07W - Monthly Pre-audit Pavee Listing - State Foster

03/0372005 FMozZo7it-nONTHLY-PRE-AUDIT-PAYEE-LISTING-STATE-FOSTER-CARE-State xS =

Care

A’;’\gl‘];gﬁ:\é PR LNArKS Py~ | ISt Adne i g 03/01/2005 EMO208W-PERNDING-CHECKS-PAYEE-LISTING-ADOPTION-ASSISTANCE x5

JUOLSS Montth Fre-2udi Payee Listing - Adoion O3/03/2005 | EMOZ0SW-MONTHLY-PRE-AUDIT-PAYEE-LISTING-AA- State xis

Eni0211a- Kinship Care High Payment Report 03/01/2005 | fm0211a-r-kinghip-high-payment-report-State doc

EMO230M - Monthly Payrnents far Ongoing Serdces 030372005 FMO220M-0UT-0F-HOME-COST-0F-CARE dac

EM220F - Mumnber of Children in Placement and Pavments 03/03/2005 EM0320P-CHILDREN-PAYMEMNTS-PER-MONTH.doc

En02B01 - Mew Overpayiments 03012005 Tn02b01-t-report-State doc

EMO2B0Z - Outstanding Overpayments 03/01/2005 fm02h0%-r-report-State doc

FMO2B03 - Overpayments to Collections 03/01/2005 fm02b03-r-report-State. doc

EMOZB04 - Overpavment Adjustroent 030372005 fm02b04-+-repart-vihr-22432-Gtate doc

EMOZWWA - Voucher \Worksheet 03/03/2005 fm02vwy-voucher-worksheet State xls

Eni04A01 - Case Counts 021072005 Trn04a0l-t-report-01012005-0131 2005-AlFCounties.doc

EMO4ADZ - Benefit Payments 02/10/2005 frn04a02-r-repart-20050101-200501 31-Al-Counties dac

Fhi04a10- Payment Based Days of Care 02/10/2005 fm04a10-r-report-2005-01-01-2005-01-31--A/- Counties.doc

EmM0701k - Trust Account Current Balance Report 0272202005 T 0701 b-r-tretacct-curt-bal-report-State xls LI
&loane L s, e o,z
& Startl -_} g @ @ Movel Groupise - M... | = Mail From: Stewe MeD... I |3 CiiFinancial-rpts I T Microsaft \Word - User... ”@ eWReports - Deskt... D VEN 1658

Shown above is the main window for eWReports. It is what you will see when

logging on to the application. All eWReports windows can be divided into three

sections:

1. The tool bar that identifies the application and contains application-wide
functionality.

2. The menu bar that allows the end user to launch specific actions.

3. The main window area that displays information.
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4.2 Tool bar

4 eWReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

e w i S AC Reports for Rick Miracola Request (v; Refresh @

The tool bar contains the following information (reading from left to right):
Identification of the application as eWReports.

Window name (Reports for Your Name).

Request button, used for On Demand functionality.

Refresh button, used to update the desktop to contain the most current
information.

e Logout button, used to exit the application.

4.3 Menu Bar

S ecLrity 3 Ii

The menu bar contains options that may or may not be usable based on your
individual authority level for eWReports.

Maintain provides access to the security function. Security is for use by your
County’s report authorizer to manage the distribution of reports. This manual will
not cover security functionality.

Maintain

Bequest On Demand A eport

Yiew Sample Reparts

CM210 Fefresh Deszktop

Fr0Z0  Logout

=T ata i L I e T

Utilities provides access to four functions.
1. Request On Demand Report

2. View Sample Reports

3. Refresh Desktop

4. Logout

Refresh Desktop and Logout provide the same functionality that is available
when using the tool bar buttons.

Request On Demand Report is a new eWReports function that replaces the On
Demand functionality in the eWiSACWIS application.
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Report Samples and Descriptions

h Ad Hoc Reports - On Demand Only

b CMO01 - Person Management

B cMo6 - Notes

B cmog - security
B cmz21.AFcars

¥ FMO1 - Process Payments

FM0102 - Episode Driven Payments

MNames of children associated with facilities that are paid as episodic payments. Essentially, this is a summary
of all the cases where an episodic payment is created. BMCW will use episode driven payments for CCl, GH and
Wraparound placements.

FRO103 - Pre-Payment | -]

This report shows the counties an estimate of how providers will be paid for the current month. The estimated
payments are based on current placements. The report breaks the placernents out by county, type of placement
and payee. The four types of placements are: Newly Opened, Approved Placements Newly Closed, Approved
Placements, Ongoing Placements. Placements with payments resulting from retroactive rate changes

FMO104 - Wraparound/FPIYYES Reconciliation | =

S EE D
Dane Internet
Page 4 & T T T T T T T T ,_,_,_ = L

4

|selected: 1 [Total: 26 EHZ o
L B¥

E}Startl 3 -] @ % Novel Groupwise - Malbox I BY Microsoft Word - User G... ”a eWRepotts - Desktop... . L:\SACEatch\DLYLogs\Sa...| Q F N 13:43

View Sample Reports provides limited documentation on reports. More
complete documentation is available at the eWiSACWIS Knowledgeweb Internet
site.

Reports are divided into topics. Clicking on the “expando” for the desired topic
will show every report that is under the topic with a description of the report. The
On Demand checkbox at the far right lets you know if the report can be
requested as an On Demand report. Report names that are shown as active
links, such as FM0102 Episode Driven Payments, have a report template
example that can be viewed when selecting the link. Use the Close button to
exit this window and return to the main window.
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WReports - Desktop - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

Reports for Paula Sherman Search (; Request (\} Refresh (f:’; Logout r

Maintain  Utiities  Help

LCurrent

Report Name Run Date Report Output

cm0101-t-reporn-State doc

| v

CMo101 - 18 Year Old Report ‘ 03/01/2005
CM0G01 2 - Contacts with Children and Parents 02/05/2005
Cmosath - Contacts with Children and P g

CMOBO1 ¢ - Contacts with Children and P |
Summary

CmM2102 - AFCARE Foster Errar Repart
Fmo101 - 19 Year Old Repart User Information
F0102 - Episode Driven Payments Wame: Paula Sherman
Fr0104 - Wraparound/FPIMES Reconcil SIS ACMIS warker: true

FM0O201 - Pending Checks Payee Listing User ICx B0B6073 TIMNG-State ks
FM0202 - Monthly Pre-Audit Payee Listing il 2003050901 010040 LISTIMG-Gtatexls
End0203 - monthly Payment Listing Courty: 76
FM0206W - Pending Checks Payee Listil Report Authorizer: false ISTING-STATE-FOSTER-CARE xls
FMO207YY - Monthly Pre-audit Payee Listi All Courty Access false
Care Security Level: false
En020avy - Pending Checks Payee Listil
Assistance

FMO209YY - Monthly Pre-audit Payee Listi
Assistance

F0211a- Kinship Care High Pavment F State doc
End02200 - Manthly Payments for Ongoin RE.doc
FMO220F - Mumber af Children in Placer ONTH.dor
FMO2B01 - Mew Overpayments
EMO2B02 - Outstanding Cverpayments
FMO2B03 - Overpayments to Collections
En02804 - Overpavment Adjustment
EMORMAY - Voucher Worksheet

EM4A01 - Case Counts 027072005 Tm0da0T-r-report-01 07 Z005-0T3TZ005-All-C ounties.doc
Ent04A02 - Benefit Payments 021052005 Trn04a02-t-report-20050101-200501 31-Al-Counties.doc
EMO4A10 - Payment Based Days of Care 02/10/2005 fm04a10-r-report-2005-01-01-2005-01-31--Al- Counties.doc
FW0701k - Trust Account Current Balance Report 0272272005 0701 b-t-tret-acct-curt-bal-repor-State xls ;l

Done ’_’_’_ o Internet
wstartl B 5 @ 0% Novell Groupwise - M... | =4 Mail From: Steve McD... I B Microsoft Word - User... I @ eWReports - Deskt... w untitled - Paink | Q,m E F N 107

Help offers a single option, About. Choosing this option opens a popup window
that provides information on how you are set up to use eWReports.

xls

X|besxs

E-LISTING-STATE-FOSTER-CARE-State.xls =

ISTING-ADOPTION-ASSISTAMCE XI5

E-LISTING-AA-State ks
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5. Conclusion

The eWReports Support Team continues to work on ways to make the
application easier to use and more functional. Many of the changes added to
eWReports v2.0 are the result of suggestions from application users throughout
the State. Please continue to send enhancement requests and suggestions to
helpdesk@wi.gov , being sure to enter “eWReports Enhancement” in the subject
line of the email.
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